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9 ¥y 1961
BUBIRCT: Dlscussion with Director of Security sboubt Survay in BRD

&, BACYOROUND

om Thursdey, & May 1961 Chisf, Security Records
Pivigion, asked 1€ I conld mye - Béwards, Director af

Security, congerning my Survey. I&ueauaﬂwithl
Chief, Racords NMsnsgewent Stalf, the proposed mstim and the

Hurvey.

About 1:30 P.M. 8B Director,
Invastipation and tima'I Ragpers, | i and T met with
Col. Bdwards in m offioce.

For about an hour Col. Eduwads and I talked shout Office of
Security records management in gansyal and Security Records Divisiom
policiss and procedures in partioular. |
commnted on specific points occasionslly, but kept the discussion
on my views.

Our discussion wvas confined to considevetion of:

1. Consolidation of Security Fllas

2. A full viswe Records Officer in the Office of Security
3« A pew paper-flov procedure

k. Few eguipment for the Indices Secticn

5. Heports Hanagssent

6. Comtrsl of ¥iscellsneous Files

The sugphusis wap on jracticsl mugeestions, for imsedinte sppli-
cation, to improve the oxisting processing procedures in 8RD. We
did not discuss sny aspects of autosation, however, meution ws mde
of the wide interest and use of this Burvey by the Automatic Date
Procesalng Fessarch Staff, the Inspector Cemeral, snd the Chief,
Yansgownent Staff as well e the Direetor of Security.

C. DIBCYSSION

In summery, thase polabs were wy contribution o the discussion
end iy undsrstanding of the replias:

\“/ 4,4.1—u4’~
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i. ‘Thare is pressing nesd to completely end, ss scon as possible,

all separste filing and handling of all covert and avert Security files.
The resant procsfs'e creates extrs controls, loge, and recards »s wall
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a8 lncresses non-productive work, dacresses mmluy apd gumatity
of poduction, and could cvente an czgployse morsie prvhlen.

(Cod. Blwarde axd [ |egresd that the integroting 25X1
of files and procedures is thelr intention and is helng

acccaplished gradusily becsuse certain circumetances

have to be comsidared during this action.)

2. The (ffice of Becurity hes sufficient opecialized forms,
reporvis, files, equiyment, vital reconds, ani records dispossl
problens to Juetify appolutment of a full tims, well mlﬁ‘i&d&, toyp
grade Racords Officer. The irinciples of records sensgement, the

vest soope of a Seaurity Records Officer's duties, and seversl
exanples of sugoessfal applicotions ware covered in detall. 7The
importance of the organisatiomal location of this position wma
digoussed with regad 4o the Officer's suthority to lmprove records
raxagement throughout the eatire Office of Secuwrity rather thun
merely in the single office in which he might be placed.

{Col. Plwnrds asked mke » note on thix 25X
point and ¥ & 1 =z position with the Office
of Persosnel.)

: Thexe is meed to congider new processing concepts on

sndliog requests for Sexurlty Approvels. Buch procedure changes
mmmmammm: &. Hoving the paper travel along the
yrofductlion line, not the pecgle roceasing ity b. Using work stetions
(as suocessfully employed in other government aod usiness offices)
by putting porsons in charge of given pactions of the Infices snd
Pilse; o. Corbining processing yrocedures for overt zud covert requests.
Hundreds of mn-hours are lost esch month LWy non-protictive wiking 4o
and from the files and hand carrying cases. New concepbs &3 the actual
rovessing of requests could elimincte nop-productive walke,; logs,
soples, files, Filing and excess henfling of cases. .

{Col. Edwerds expressed interest snd ssked thet details
of these be inciuded in the final report on the Sarvey.)

L, The Indless Section should have nev it Yo house its
cord file. The epuipment smalysis conducted 25X1
of Seourity wvitk Records Mancgement Staff was discunged.

iﬁ@}a Béwards aaked my aplniss. Hy Judgemert of all Pactors
! ¢ Roll-Dex lnstallation, Col. Zdwads asked Mr.

o settle thie equipsnt problem, yrefevably this
fincal mri)

Approved For Release 2005/11/21 : CIA-RDP70-00211R000800120048-7



25X1

Mgt/S/RMS/ :fms (9 May 1961)

]
Approved For Release 2005/11/21 : CIA- ﬁ[gﬁ’%i 00211R000800120048-7

G Mﬁm@r&ﬁ%ﬁmﬁmtﬁnaﬁmﬁm&mnﬁw
wmﬁmﬂa&m&ﬂwvﬁmmﬁum mmcfmz

regoris, the tawrdsn of muperviscry cwoking, and ths proluctiocn delays
of logs and controls ware also touched upon.

{ﬂaz.‘ Edwarxds spola of his contimued evaluation of this
len as connacted with reports he recelves and sube

©. The size snd growih of the Miscellaneous Files in the
Bpcurity Records Division should be revieved, veduced, and controlled.
A palicy or stendard should be set and anncunced reguiring reviev
and reconsiderstion by the offices that crested theee 40 groups of
files (1,200 feet). Coutrols st De established on future additiona
to the Tiles and for svenbual dispopition. Whether the files sre to
be kepl in srchives forever, or growed for 4dspossl ia 10, 50, o
100 years, the flles must be orgenized now, Yefore they @row to a

size where scresning is lmpossible with the resuliing lose or destract.

ion aof v&mmﬁ mbterial before it bectrws dbsolets il veeloss.

{Col. Blwnrde erphapived the meed end convenlsvce of this
specisl Miscellamecusn File bubt schknowledged the peed for
sn anslyeis of its presont content and contyol of its
future growth. e ws interested in my comewrt on the
Avay and Clvil Service Commiseion 75— and B0-year disposs)
echedile for perscinel files. )

A% this point, I felt that car ¢alk hed given the Director an
isdication of the Survey scoge and findings and of ouwr oheervations
MWM I 414 not coment further. Other points remsined

Glscusped, and the Director's guestions and comments infdlicated
mﬁmmg intarest, however; I felt we should guve his tims and
lsave the other pointa snd dalails for the fins) report. We concluded
at 2:30.

Tigbrivation:
Chief; Bescords Munagement Siaff
Riyvector of Becurity
Chief, Maxegement Btaff
Caief, SFD

LB T
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Remarks:
“ol. Edwards,
Heve ta o copy of | | report on

hls talk with you lasst sondsy. [his sounde
zood o ae, Imumwmm%mt.
dony thunks for the courtesy you and youv
people bave shows us. ¥Vimee iz busy putting
&mmamﬂdmmmmm.
!ntiwmm,m&mmm;nmﬁm
is saything 1 can 4o,
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